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i OEC 10 B3 


hElor&KBBM FCEs Acting Deputy Director (Adtataistratioa) 

3UBJICT i Revised table of Organisation for the 

Personnel Branch, Office of c o^mmications 

RSFS^SCSS i (Attached as tabs) 

teb 1 • Office of Do^iani cations I ropes e.e table of 
Organisation for the Feraoa.iel Branch, dated 
1© Sever bar 1953, 

Tab t • Mmrss&m for the Aeaistaat Director, 
Coanaaalcations frora Assistant Deputy 
Director, Administration, suae subject, 
dated 27 June 19$}* 

Tab 3 - Personnel Office Surrey Team Report of 
the Office of Co~nuaicutionc, Person:.®! 

Branch Functions and Organisation, 

Teh 4 - 240ffiK>ran4uj» from the- Comptroller, subject, 
lecriaaisatioa of the Ads&nistrative staff 
of the Office of Ccxssnieatiaas, dated 
0 Play 1953, 


3* Tab 1 contains the revised Table of Organisation 
eurreatly proposed by the Office of Communications for the 
Personae! Branch providing for an increase from 9 to 21 
positions. This is a modification of an earlier proposal 
dated 29 April 1953, providing for a total of 2£ positions. 
The Assistant Director for Comnnications after reviewing the 
Personae! Office Survey Report requests thet a T/O for 21 
positions be approved for a trial period of 2 months after 
i^ich tins further consideration Hill be given to determine 
whether tola number is excessive. This proposal does not 
lavelve an increase in overall l/o strength or ceilL\, aa 
adjustments will be made within other segments of the 
Office of Ccaaaunications (o/C), 
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Security Information 


2. Pursuant to your vmarmOmto 

I ifintjf nnn 2*1 3w&& 3* TWfr 2* a PuMonosl fifx&O© 

Coesariicatxons <*av«a • functions and number ox 

fmm conducted a study of the orgimimtion, pneraons »* 

position* required to adequately discharge the personriel a^PJ rt 

l^Jration for 0/C. A copy of the Personnel Office Snnre L!!^ 4 on 

S»ort la attached as Tab 3* The Personnel ^ a 

iTthat a f/0 of 16 positions is adequate, rec^^diE^wga^aa- 

tioaal structure as currently proposed. This a ®T®^ recuested 

9*m & tied to O/O for review, and based thereon, ^j^on ?/o 
xapwjjcrd revision of staffing requiremnis to the 21 position r/o. 

Tab 1. 


3. The grade structure proposed by O/Q has been by 

evaluation of duty statements submitted in the f/0 proposal and 
tSagh comparison with grades accorded *^*T]™* 
tathe Agency. Based on this review, grades lower than thosepro- 
posed by o/C are recommended for clerical type positions. Oo^ariso 
ef the grade structure proposed by o/c and that rectxaae - •• 
PereoanelOffice for the 21 position t/o is as follows; 


Proposed Positions 


0/C (trade Bequest 


Personnel Office 
Qrade 


Personnel Branch 
Off ice o/TSta^kex 


Chief, Personnel Branch 
Assistant Chief 
* Career Service Board (CSS) 
Executive Secretary 
ftecordSLng Secretsiy, CSB 
Secretary-Stenography 


OS-13 

03-12 

03-11 

9S-? 

os-6 


93-13 

as-12 


as-u 

GS-6 

as-5 


Foreign field Section 

Adsdnistrative Assistant 
ca«Erk-Typing 
Adalslstrative Assistant 

Clerk-Typing , . ^ 

Adadnistrativo Assistant 
Clerk-Typing 

* Adalnlstrailve Assistant 

* Clerk-Typing 


0S-9 

93-9 

98-5 

gs-5 

93-9 

os-9 

93-5 

os-5 

GS-9 

OS-9 

QS-5 

os-5 

OS-9 

OS-9 

08—5 

os-5 
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Proposed Positions 


Support Section 

Personnel Officer 

* Adadnis tra ttve Assistant 
Clerk Typing 

AdMndLs tra tive Assistant (Processing) 

* Personnel Clerk (Processing) 

Pile Clerk 

Kardcuc Clerk 
Clerk Typing 


Personnel Office 
Grade Recogurjfcii.es tic 


Q 3~9 

<*i **» ft 

GS-7 

gs—5 

GS-5 


p% ft 

uo-7 

GS-5 

os-$ 

GS«ll 

GS-5 

tiS«4i 

as-6 

GS-U 

G3-5 

GS-li 


O/C Grade Request 


* Indicates positions in excess of survey Tea a reeoJMeBdatioa* 

It* Efforts were mde through discussion with the Chief, 

Adadnis tra tive Staff# C/C, to reao.ve grade allocation differences* 
Hewewr, no agreement could be reached. Accordingly# the Chief# 
Administrative Staff# O/C indicated that the ADCQ desired his current 
T/0 proposal both, from a staffing and grade standpoint Jo forward to 
bhe DC/ A for decision* It is our recommendation that the grade levels 
shown as the Personnel Office recoscaandatiaos be approved* 

5* fab h is the budgetary concurrence submitted by the Comptroller 
with respect to the original proposal for 23 positions dated 29 April 
1$>3* It is considered likewise applicable to the revised proposal 
for 21 positions* Since no overall increase in ?/G strength is involved, 
ti» trolls r states that the cost of the changes involved can be 
absorbed within the budget for fiscal year 1951* 

6* It is our opinion that a 16 position f/o is adequate to 
qperate the O/C personnel support program* .<hile it is recognized 
that the C/C as well &s the rest of tho Agency# have personnel problems 
which are not common to other Federal Agencies, and that the ratio of 
personnel jobs to over-all Agency positions fixed by Congress at 1 to 
13 $ (for certain agencies) is net readily app licable* However, approval 
of & 16 position T/O would give. O/C a ratio of^^H^^lin terms of 25 
personnel support positions# exclusive of Personnel Office positions* 

If the 21 position T/O is to be approved# it is strongly rec wm •ended that 
it be for a trial period of 3 -.oaths as proposed by C/C. Upon completion 
of the interim period, a re-exantLnaticn of personnel support operations 
should be made to determine whether the five additional positions are 
justified* 
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Acting Deputy Director 
(Adialni3 trail on) 
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Ikct (1 December 1953) 


Distribution; 

0&1 - Addressee 

1 - OPD Chrono & 

1 - QFt) Reading 
1 r £RDS 


- CWD 


>9 \ 


Otc 


^3 3 05 


Approved For Release 2001/08/20 : CIAJ 



78-03568A000600070003-5 

i'ormation 



